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Below are the steps to be taken when cancelling an RFx. 
 

1. In the RFx, click „Edit‟ and select the User-Specified Status tab. Select “Closed” in the 
dropdown under the Status column that corresponds to the „Close RFx‟ Status Type. The 
date field will automatically populate with the current date. 

 
 

 

 
 

2. Select the „Notes and Attachments‟ tab.  Under Notes, click „Add‟ and select „Synopsis 
Description‟. 
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3. A text box will be displayed for you to type relevant cancellation text which will appear on 
the RFx as „Notice to Bidder‟ text.  (See SRM screen caption & RFx output examples 
below): 

SRM: 

 
 
RFx output: 

 
 
 
 

4. Below is how this is displayed in LaPac:   
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5. Click „Publish‟ when you have completed your changes to cancel this RFx.  After you click 
Publish, your RFx Status will be „Awaiting Approval‟. 

 

 
 

6. It is necessary to click „Refresh‟ after Publish to advance the status of the RFx to 
Published. 

 
 Note screen caption below, after clicking „Refresh‟, the status is Published. 

 
 

7. **Remember** to click „Close RFx‟ after you publish the cancellation. 

 
 

8. Click on „Yes‟ in the Close RFx message to confirm you want to complete the RFx. 

  
 

9. After clicking Yes, the message is returned that the „Current RFx is successfully closed‟ 
and the status is changed to „Transaction Completed‟. 

 
 
 
 
 

 

 

 

 

 

 

 


